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Rochester Institute of Technology has made the decision to start controlling its
corporate travel costs. A travel committee was formed and a group of five people have
worked very hard to develop a system of controls on costs that is acceptable to the RIT
community. One of the first needs of the travel committee was reliable information on
which to base it's decisions. This project is to present to the RIT travel committee
information received from the four designated travel agencies on specific dollar amounts
spent for the period of July December 1992. The project will also make
recommendations for new information not currently being received but vital to future
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In 1978 the travel industry changed dramatically. The airline industry went from
a government regulated environment to a free market. The period of adjustment to this
change continues even after so many years. Much like the problems Eastern Europe is
experiencing now in its brand new attempts to control itself, today's industry has clear
examples of the upheaval that accompanies a sudden switch from government controlled
economy to the system of supply and demand. A good example of this is the continuing
creation and failure of many airlines. The changes are rapid, the confusion rampant.
Deregulation was a time of great opportunity and failure. The airlines were faced with
the need to change, adjust and compete in a new environment.
The rapid changes in the industry effected all who dealt with the airlines. The
airlines developed new complex fare structures to compete in the new marketplace. As
the products offered to the consumer changed, so did the way air travel was purchased.
With a confusing array of new choices available the demand for expertise in the travel
industry grew.
Deregulation affected more then the airlines, it was a time of change for every
industry dependent on the airlines. One of the greatest changes came about in travel
agencies. With an increasingly complex airline structure there was a growing demand
for expertise and accurate information. Travel agencies with vision adapted and grew to
supply this need. Corporations especially had need for this information. Travel is the
third largest expense within most corporations (Savvy Business Travel 1993). With
government controlling this cost there was no incentive to effectively manage this
expense, deregulation changed that and many corporations are only now in the late
eighties and early nineties realizing that. Rising travel costs and a slumping economy
have provided the incentive many companies lacked to aggressively seek cost cutting
measures in the travel budget.
Relationships between suppliers and buyers changed. Corporations need for
better information to monitor and negotiate travel expenses expanded the services travel
agencies provided. Travel agencies now began to differentiate themselves and evolved
from order takers to partners in controlling costs.
Travel cost have long been a large part of a corporations budget. It is estimated that
travel is the third largest controllable expense in the corporations budget, just behind
payroll and administration. With this proportion of the corporations budget being spent
on travel it would be unreasonable for the company not to start managing it.
With costs and services no longer uniform in the airline industry corporations
needed to set individual standards for their employees travel. Travel policies were
developed to ensure that travel throughout the company was managed in a uniform
manner. Policies came out of need to adapt to deregulation and were adjusted to take
advantage of continually changing opportunities available in the travel industry.
Policies addressed the cost of travel and alternatives to travel. Many corporations
found that there were inexpensive alternatives. The breakthroughs in the information
technology industry presented many new options that corporations could take advantage.
Facsimile machines, computers and telephones are all providing low cost alternatives to
travel. While it is true that nothing can replace the impact of a face to face meeting,
these options can replace the expense.
These changes have not been taking place overnight. While the airlines change
thousands of fares every night, the market structure has only been slowly changing.
Those travel agencies that proactively dealt with deregulation experienced tremendous
growth while agencies that continued with business as usual were quickly left behind.
Corporations that recognized the chance to manage the travel budget through policies and
negotiations realized a cost savings that many companies still fail to take advantage of
today.
Background on RIT's Travel Policy
In 1987, RIT recognized the need to develop a travel policy. At the time, it
recognized the potential savings that could be realized by proactively managing it's travel
budget. The first step was to formalize the travel goals of the university. With the help
of the newly developed Travel School, it published the first written policy. The intent of
this policy was to channel all it's travel through three designated travel agencies. By RIT
travelers following the policies, RIT expected to realize a cost savings. With the resulting
information from the centralization of travel, it hoped to negotiate volume discounts with
the vendors.
RIT also re negotiated with American Express and the designated travel agencies
to have all airline information billed to the American Express Business Travel Account
(BTA). This effectively reduced the time consuming and confusing process of
reconciling the various charges made by travelers and billed in many different ways.
There is now only one bill summitted by magnetic tape that can be feed directly into the
computer and compared with the bill from American Express. American Express also
submits its bill on magnetic tape. The computer finds the variances between the two
tapes and only these need to be researched by the accounting staff.
RIT now only has to write one check to American Express rather then one check
to each of the travel agencies. It also makes the agency insistent on the use of the
American Express card rather then a traveler's individual credit card. Allowing RIT to
capture more detailed and organized information on travel costs. This program also
allows RIT to greatly save on the administration costs involved in RIT travel.
RIT soon learned that having just a policy was not enough the policy had to be
enforced. Far from being enforced; it was not even widely communicated to the campus.
No one person or department was held responsible for the enforcement or even the
review of the policy. This resulted in the policy being ignored and it quickly fell into
disuse. This clearly was not managing travel, it was a good start with no follow-through.
In 1988, the RIT Director of Purchasing attended a National Association of
Business Educators conference where the use of corporate credit cards for travel
expenses was discussed. He returned to the campus determined to initiate a credit card
program in conjunction with a new travel policy.
In 1989, the Travel Committee was formally organized. They designed and
implemented a revised travel policy that incorporated the use of the American Express
corporate credit card.
In March of 1991, the Travel Committee sent out Requests for Proposal (RFP) to
area agencies. At that time, RIT realized how little it knew about it's own travel and how
few travelers were following the written policy. It requested the authority to strongly
recommend to travelers the use of the three designated travel agencies. The committee
was actively seeking the information and partnerships it needed from travel agencies and
the authority to enforce the cost saving measures.
In 1992, major revisions were made to the travel policy to meet the Travel
Committee's defined expectations. In October of 1992, the new policies and procedures
were introduced to the RIT campus.
THE PROBLEM
In the past, RIT has not been successful in monitoring and managing it's travel
costs. Most corporations have not had a completely successful model to base their travel
policy upon. Universities have had very little in the way of role models or expert advise
to help with university travel policies. Universities and corporations view themselves




RIT's Travel Committee has some definite expectations about what this new
policy will accomplish. The major expectation is that travelers will adhere to the policy
and RIT will gather complete and accurate data on all travel. This is the basic
information needed to accomplish cost savings. Without knowing how much RIT spends
on travel the committee cannot prove any cost savings to justify it's policy and authority
requirements.
In order to be successful in having travelers adhere to the policy RIT must have
someone person or department enforcing the policy. The university has been reluctant to
allow any authority over its faculty and staff because of the conflicting policy of
academic freedom which the university strongly defends. The travel committee has tried
to get around this by making the reimbursement procedures so difficult when not using
the policy that travelers will instead use the policy. This leave no one person responsible
for tracking, adherence, and enforcing policy. This will hinder RIT's expectation of
complete data collection.
The influences on a traveler not to follow a standard policy are great. If there is
any way that travelers can get around using this policy they wouldn't follow policy.
There are four major areas that influence RIT's travelers not to use the written policy.
First comes RIT's academic culture: The problem RIT is experiencing with
enforcement of the RIT policy is that there is a atmosphere of academic freedom on the
RIT campus. Faculty feel that the administration should not interfere with their decision
making process. Administration hesitates to use authority to enforce any decisions that
effect travelers. Some faculty might view travel expenses as not an administrative
concern because the money comes from outside sources in the form of grants directly to
the professor for academic purposes.
There is also the atmosphere of semi-autonomy among the different
schools on campus. This effects RIT's culture to a great extent. Individual schools do
not have a great deal of interaction and will resist efforts to create a standard applicable
to every school. This especially can be seen in the National Institute for the Deaf
(NTID). The school is quite separate from the rest of RIT in both philosophy and quite
physically by the situation of its buildings on the campus. NTID travel constitutes a
significant portion of the RIT travel budget.
Second, there are many influences in the travel industry that encourage brand
loyalty from a traveler. A corporate traveler is not encouraged by her company to have
brand loyalty. The company generally tells a traveler to use the least expensive flight
regardless of the airline. Airlines use frequent flyer points to create a very strong
following. Travelers who are collecting points for a trip on one airline are going to favor
that airline above all others. These travelers will come up with another reason to use that
particular airline but quiet often the underlying reason is simple frequent flyer points.
RIT will find this as serious obstacle to overcome as most corporations do.
Travelers are welcome to collect frequent flyer points. However, they should base
the airline they choose to fly on based on price and timeliness, not frequent flyer points.
Third is the use of the American Express card. The use of this card is vital to the
collection of data on RIT travel. All travels who take at least three trips a year have been
issued an American Express card. It was hoped that this card would prove a convenient
alternative to large cash advances. However, travelers used to cash advances refused to
see the convince of the credit card. RIT's liberal cash advancement policy actually did
offer more convince then the credit card.
Also detrimental to the success of the American Express card is the wide variety
of Visa card programs offering many benefits when used. Various Visa cards offer
additional frequent flyer coupons and many more benefits. Even when travelers can be
convinced to skip the cash advancements and use a credit card, it is often their own
personal credit card that they use. This obstructs RIT's data collection attempts. The
university now looses out on the detailed information provided by the American Express
management reports.
The fourth and perhaps the most basic reason that RIT will have to struggle for
compliance is simply human nature's resistance to change. Travelers have been
following a certain procedure and do not want to change. Many travelers are used to
using their own travel agency, credit card, and/or cash advance and will resist any effort
to change. Many may not completely understand the new policy and simply not bother
to a ask, instead they will simply travel the same way they always have.
Procedural Assumptions
The travel committee has established certain procedures to be followed. It has
also allowed exception to the policy to exist. Anyone who really wants to find a way not
to use this policy can find one. Any department that does not want to use the policy or
who does not want the entire university to know it's travel budget can find a way of not
using the policy. The purpose of centralizing travel is to have departments report all
their travel budget. Some departments that are not comfortable with this can and will
find a way around this policy.
The method RIT is now using to collect data is solely based in information from
the four designated travel agencies and the American Express card. The policy allows
travelers to book travel themselves and submit the expense for reimbursement.
Information on these travelers is not now being collected. It would be a very time
consuming and difficult process to collect this information.
Without the Travel Committee making one person or department solely
responsible for reviewing the success and failures of the policy, it won't and can't
succeed. If every traveler does not use the policy the policy can not meet the committee
expectations. Once the campus sees that some travelers have found a way to avoid or
ignore the restrictive policies and procedures more travelers will copy this to their own
advantage. Not because they want to hurt RIT but because the policy may hinder their
own needs and they do not see the importance to the entire university of their own
compliance.
PURPOSE
The purpose of this study is to analyze RIT's current travel dollars spent and to identify
potential areas for improvement and possible negotiation. This study will also observe
the committee's efforts to bring RIT's travel costs to a minimum.
SCOPE & LIMITATIONS
A study of Rochester Institute of Technology's travel policy and procedures. This
paper is only concerned with studying RIT's current travel. The results of this study will
be submitted to the travel committee in a report identifying actual dollar amounts spent
on travel.
The major limitation of this study is the information factor. This study should
optimally collect all travel expenses to identify exact dollar amounts and where it was
spent. The information collected for this report came solely from the four designated
travel agents and the American Express corporate card.
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CHAPTER n
REVIEW OF THE LITERATURE
Regulation
Why was the airline industry ever regulated? It seems an unusual occurrence that
in the United States of America an industry could be so heavily regulated. No
competition was allowed between air carriers. All airlines were told where they could
fly, what they could charge and how much profit they could realize. This was all
controlled by the Civil Aeronautics Board (CAB) (Day, 1986).
In 1938 Congress created the CAB primarily to:
1. regulate air carriers both domestically and internationally
2. Create universal safety regulations
In 1938 the air travel was new and no one knew much about it. Public safety had
to be a major concern of the US government. With the rapid growth and development of
air travel safety once again had to come first and the US government through the CAB
was going to ensure that safety. So through the next four decades the CAB changed to
meet public needs but always remained in control of the airline industry.
By 1978 air travel was no longer revolutionary. US air travel had matured into
one of the worlds premier air carrier systems (Day, 1986). The Federal Aviation
Administration (FAA) had been created 1958 to take over the CAB's role as air space
regulators who's primary concern was safety. This left the CAB with the role of
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regulating flights and carriers.
CAB restraint of free trade was becoming clearly unconstitutional and
unnecessary. In fact the regulation was keeping fares high because of lack of
competition. In 1978 Congress voted to deregulate the airline industry and phase out the
CAB until it was finally dissolved in 1984. There was concern over the inevitable
consequences of the deregulation. Few knew how deregulation would effect carrier
service but many experienced deterioration of service to the less profitable cities. Fear of
this new instability in the airline industry raised concern that the instability would spread
to every industry dependent on the airlines and cause widespread unemployment.
Deregulation
Deregulation causes a surprising segmentation in air travelers. Before
deregulation everyone paid the same price for a airline tickets. The airlines looked on all
travelers as individuals who paid the same amount for a plane ticket. There was no
distinction made between business and leisure travelers. There was no point in
companies having a travel policy because there was no was no way to control the cost
(Jayson, Management Accounting). The only choice available was whether or not to go
on the trip.
In 1938 there where 22 trunk carriers, airlines that transported passengers and
cargo over the major airline routes. Over the next 40 years the CAB did not certify any
additional trunk line carriers. Small regional carriers were added to flight feeder routes.
Feeder routes allowed passengers to travel between small cities or from small cities into
the large cities where they could connect onto the trunk line carriers. Between 1978 and
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1985 284 new carriers had started service. It was now possible to find a wide spectrum of
prices on flights between any two cities (Day, 1986).
Airlines
Airline's started to create their own fare structure based on supply and demand.
Competition brought about a completely new tiered fare structure then was ever seen
before. The fares where discounted for advance purchase thereby starting the
differentiation between business and leisure travel. Vacationers who could plan travel in
advance benefited and business travelers who flew at the last moment paid the increased
airfare. This contributed to a rapidly rising cost of corporate travel. Airlines planned on
making most of their profit on the business traveler who was perceived as having the
financial resources to pay the fares. Corporations where also perceived as having no
choice but to travel, a situation that is quickly changing today (Jayson, Management
Accounting). For a time the airline was correct in this assumption.
The growth of new carriers into stable markets had a tremendous impact on the
fare structure. Most new carriers start between the smaller city pairs. This is a market
that larger airlines with greater overhead have found expensive to operate. The fares in
these city pairs and disproportion^ high and smaller carriers often start service and
undercut the larger airlines (Day, 1986). This new competition can often trigger a fare
war. The larger carriers are by no means immune to fare wars. They can be especially
bad when one carrier is desperate perhaps on the edge of bankruptcy. Carriers with poor
resources often attempt short term solutions like fare wars to generate immediate cash
flow. This hurts the other carriers who must match that fare to stay competitive. It is not
unusual though for fare to rise even higher after the fare war as airlines attempt to recoup
their loses. This fluctuation in the price of a plane ticket has caused more business for
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travel agents as consumers attempt to make sense out of the constant change.
With the continual globalization of both the airlines and Corporate America there
will be a continual change in the negotiating strategies of the corporation. As
Corporation become global the demand for travel, especially international travel will
increase. Airlines are also expanding into the international market. This means that soon
one airline will be able to meet most of the needs of a large corporation. If corporations
can prove through proper management that they can shift the majority of their travel to
one particular carrier bargaining will change. Today most large corporations who are
managing their travel negotiate rates between specific city pairs, in the future with the
expansion of both airlines and corporations will see negotiation based on volume with a
carrier regardless of destination (Reeh, Personnel Journal).
The rise in costs was not an expense that was immediately apparent to many
corporations. Companies had no history of managing the travel budget because prior to
deregulation there was nothing to manage. Travelers themselves paid little attention to
the cost of travel because it was not effecting their own pockets. What did the price
matter to the traveler when the corporation was paying for the ticket? Deregulation also
came at a time of economic growth for the entire US economy. Many large companies
where making more profits then ever before. When the balance sheet showed such gains
more companies where looking towards expansion not where costs could be saved. For
many businesses it wasn't until the slow down of the late eighties that brought about the
realization that there could be a substantial saving realized from proper management of
the travel budget. This can be seen in the number of articles on business travel before
1985 and the number written after this date.
14
Corporations needed to start developing a new relationship with travel agencies
and other industry vendors. Now that a variety of choices where available to the
individual traveler the corporation started to pay attention to what was best for the
company while still being convenient for the traveler. For those companies who
managed travel the choices where not always easy and the continual changes in the
industry made the decisions even harder. There was a growing need for accurate
information and expertise in managing travel.
It is estimated that in 1991 Corporate America spent $129 billion on travel and
entertainment (American Express, Survey of Business Travel). In 1983 right after
deregulation that figure was $82.8 billion (Day, 1986). These numbers show you the
urgent need corporations had and still have for skillful management of the rising cost.
Corporate American started looking to travel agencies to provide the needed information
and experience with managing this cost.
Travel Agencies
Regulation effected not only the airline industry, travel agencies were regulated
as well. With the ruling of 1978 travel agencies faced complete change. Those agencies
that exploited the new market faced a period of tremendous growth. They developed into
mega-agencies. Most reached this level by recognizing early the potential of the newly
developing corporate market. Rosenbluth is a good example of this growth. In 1980 it
had sales of $40 million, in 1990 it was $1.3 billion making it one of the five largest
travel management companies in the United States, with over 400 offices nationwide
(Clemons/Row, 1991). Changing technology played a large part in allowing the industry
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to expand.
Airlines created a computer reservation system (CRS) that allowed travel agents
to easily access extensive flight and fare information. This extensive information was
needed by corporate travelers who needed accurate flight data as well as the least
expensive fare available. The CRS system allowed airlines to begin a practice of yield
management. The reservation system allowed them to track sales on each flight.
Airlines could then estimate when the fares should be raised and lowered depending on
demand. This creates a great deal of fluctuation in the air fares. Competition also
creates a variance in price. With fares constantly changing corporation needed someone
who could interpret the market and help the traveler attain the best deal (Clemons &
Row, 1991).
Corporations and travel agencies bonded together in a mutually beneficial
relationship. Companies needed more then pre-flight information. They needed
accounting information after the fact. With airlines practicing yield management
corporation developed their own marketing strategy. By tracking all their travel
expenses, corporation could prove to the airline just how much business the company
could give the airline. This allowed the company to negotiate with the airline for
discounted fares. This negotiation existed not only with the airline but also with other
vendors as well. Auto rental companies and hotels and credit cards all offer travel
products open to negotiations (American Express, Survey of Business Travel).
Management report have become so important to corporation that they are often a
major service that the travel agency supplies. Management reports tell the corporation all
about the companies travel costs. They tell who flew where and how much they paid for
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the ticket and why. Without these management reports corporation would never be able
to negotiate with vendors. It is only by showing the vendor just how much they stand to
gain or lose that any bargaining can occur. The reports show the company where they
could save the most and this is the corner stone for developing a travel policy that will
save the company money and that the traveler will follow. Management reports tell the
company exactly how much they are saving by the negotiated rates. With proof like that
it is easy to convince top management about the importance of careful travel
management (American Express, Corporate Card Review).
Travel agencies could also help with the negotiation process. Their experience is
a tremendous help when the corporation actually goes in to bargain. The agency has the
experience to know just what deal is reasonable based on the corporations volume.
Companies benefit also by volume discounts negotiated by the travel agencies.
Companies also benefit from volume discounts negotiated by the travel agencies. Clients
can take advantage of the extensive buying power of the large agency (Clemons & Row,
1991).
Before 1978 travel agencies were also regulated by the CAB. Deregulation
effected them just as is did the airlines. Those agencies with the vision to recognize
corporate potential and exploit it grew at a tremendous rate. Independent agencies
formed consortiums to combine their buying power so that they could take advantage of
group negotiated rates. These rates are available to clients who are not large enough to
negotiate them. Many smaller agencies now find it difficult to compete for corporate
accounts against larger agencies because of the
latter's'
volume buying power (Day,
1986).
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Larger agencies have also had the resources to invest into advance information
technology. Many smaller agencies take advantage of the CRS accounting for the
financial information generated to clients. All CRS systems are owned by a airlines or
group of airlines. This means that the airline generating the management report has all
the particular financial information about your corporation. Larger agencies have
developed independent accounting systems that will mean corporate financial data is kept
confidential and not available to the airline. Having the information confidential is a
good aid when it comes down to the negotiating table.
Corporations
According to American Express Business Survey 1991, although firms have
become far more sophisticated in their approaches to travel and entertainment since 1978
many firms still are missing important opportunities to cut direct costs without
inconveniencing their traveling employees, and to reduce the administrative burden
associated with supporting the travel function. Some major areas the study sighted as
being under managed
a) Although there is a designated travel agency employees are not using
that agency.
b) Cash Advance policies are causing many companies valuable cost
savings.
c) Accounting practices of the corporation allow travel & entertainment
expenses to be reported on different forms and are then not properly
considered as part of the travel costs.
d) Allowing reimbursement ofmeals without proper receipts.
e) Direct billing, this costs a firm a great deal in administrative costs. All
18
vouchers must be studied and reconciled with the travelers expense
reports. (RIT Travel Policy)
It is not enough to for a corporation to develop a policy one year and think their travel is
being adequately managed. Without a clear communication of this policy to the
companies travelers and a review of the management reports assessing the compliance to
the travel policy corporations will not achieve their expectations. There are key issues
that the company must look at when first managing travel (Jayson, Management
Accounting).
Managing travel expenses is not easy. American Expresses 1991 survey found
that on 38% of the responding corporations evaluated their cost control activities as
extremely or very successful.. However, Public sector organizations which include
education are more likely to consider themselves successful at controlling travel costs.
Environment
Corporations do not exist in a vacuum and neither does the travel industry. What
happens to the political, economic and social environment is going to effect the cost of
travel. Already mention is the fact that the world is becoming smaller and companies are
becoming more global in size. This can only increase the amount of international travel,
as companies expand and network around the world. And it is certainly the political
atmosphere here in the US that started deregulation and all the current changes we now
experience in the travel industry.
The political environment around the world is changing and with it will change
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the travel industry. As counties become less protective of their markets airlines will
expand into new routes and develop agreements and partnerships with international
companies. Just as a stable political climate encourages growth a chaotic climate will do
immeasurable damage. The Gulf War is a good example of this. When the war broke
out it reduced the areas of the world that a traveler could fly to. Now suddenly new
markets are gone as the Middle East is off limits for most travel. The war also effected
the rising cost of gasoline. The dramatic increase in costs witnessed during the war
because of panic speculation and reduced oil supplies world-wide discouraged a large
portion of travelers. The third aspect of the war was the threat of terrorism not just
oversees but also in domestic airports. This fear caused many corporations to discourage
any travel. Consequently travelers turned to other methods of communication to take the
place of travel. With the current technology boom these proved very effective, once
travelers switched to alternative methods of communication they found travel was not as
necessary as it had been previously.
The most recent incentive to corporations to start travel management programs
has been the economy. When the economy is booming companies are geared towards
expansion and see the high cost of travel as part of that expansion. When the economy
experiences a down turn corporations are examining their budgets closely to make sure
that no opportunity for savings escapes. The mistake many companies make is that
proper travel management can produce cost savings no matter what the economy is
doing. The company can save money in something as simple as reduced administration
costs from reforming their system. Having their travelers use the lowest applicable fare
can also save the corporation money. Smaller corporations can realize this savings not
just large ones.
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The advance in information technology has reduced travel costs substantially.
Today's corporation is now filled with computer, telephones, facsimile machines and
some have video conferencing. All these forms of new technology have brought people
closer with each other (Jayson, Management Accounting). One of the most important
aspects of travel is human nature. People are social animals they enjoy facing each other
and talking in person. It facilitates a feeling of trust and friendship, something that is
important in today's business dealings. New technology is slowly allowing this feeling of
closeness to develop long distance. Computer mail, the instant fax machine, conference
calling all these new technologies help create a close bond between people. Of course
technology will never replace actual human contact but it can be the next best thing to
being there. If travel costs rise out of the budget of the corporation then technology will
have to do.
SIGNIFICANCE OF THE STUDY
This study is vital to the RIT travel committee. What the travel committee lacks
right now is definitive information based on actual facts. Without the knowledge of what
it is costing the school right now in travel there can be no bench marker for success. Any
changes the committee institutes must be based on proven financial figures. This study is
only a start for the committee, providing the initial bench mark.
The information needs to be continuously collated to ensure that accurate data is





This study is a process of evaluation research. RIT is receiving reports from three
separate travel agencies. These reports were not being studied or coordinated in any
way. In fact the university was not even receiving monthly management reports from
some of the agencies. The purpose of this project was to study these reports and
organize the information into a form that would help the travel committee make
informed decisions based on actual fact.
The study encompassed six months worth of data from the three agencies. From
July through December the information from the reports was entered into a data base
program and total dollar amount spent on travel were organized. These totals were then
incorporated into a report with graphs that was presented to the travel committee. The
report was then altered and presented to RIT's travel agencies.
HYPOTHESIS
The study's original hypothesis was proved partially correct. The result of this
study proved that RIT was not receiving enough detailed information to substantially
prove exactly were the universities travel dollars were being spent. The management
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reports received from the travel agencies were lacking in many areas.
However, there was enough information to make educated assumptions until the
data could be verified with more information. This study proved which travel agencies
were given the school the needed information and which agencies were falling down in
it's reports.
DEFINITION OF TERMS
There are two terms that should be defined for this study.
First there is the Request for Proposal (RFP): The is a request the companies
send out to chosen travel agencies requesting those agencies to bid on the companies
business travel. The travel agencies are expected to outline the services they can offer
the company so the one that best suits the company can be chosen.
Second problem is Academic Freedom: This is the attitude that exists on a
academic setting that administration should not interfere with the way professors teach.
This also extends to not interfering with the way professors handle grants for projects
they are conducting.
Procedures
This study is interested in gathering RIT's financial data form the travel agencies
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management reports. Six months of reports covering July through September where
studied and entering into a data base program to organize the information needed by the
travel committee.
The information was organized in several ways. The committee was most
interested in the following information.
1) Total dollars spent with all three travel agencies.
2) Total dollars spent with each travel agency.
3) Total dollars spent on each airline.
4) Total dollars spent in each city.
5) Total spent on each airline into each city.
6) Total dollars spent in each hotel in each city.
7) Total dollars spent with each car rental agency.
The study noted areas were any of the travel agencies failed to give us the needed
information and also areas where the information was suspicious. This initial study
highlighted the need for more accurate and complete information from each of the travel
agencies. Certain trends in spending however, did emerge and possibilities for future
savings were identifies.
It was the studies recommendation to the travel committee that all three
designated travel agencies along with a SABRE and American Express representative be
present to discuss the committee's needs. A modified version of the study was distributed
along with a statement of management information needs. The study was shown to
highlight RIT's commitment to actually using the information that was being sent to us.
It was discussed that many of the travel agencies did not have the proper software to
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generate RIT's information in the format that was now being demanded. An example of
corporations working in partnership to help both sides.
CHAPTER IV
RESULTS. ANALYSIS. AND DISCUSSION
Data Analysis
Once all the information from the travel agencies was gathered and entered into a
program on Excel for Windows, trends in travel and spending became clear. This
allowed for a more comprehensive understanding of the nature ofRIT's travel.
It also showed when necessary information was missing. By organizing the data
in this way, it was possible to develop a format for future management reports that all the
travel agencies would be required to follow (see Appendix B). The travel committee
knew that it did not have the information needed to make informed decision on possible
vendor negotiations, or even evaluate the performance of the designated travel agencies
in obtaining the lowest airfare possible.
With the development of the format for management reports RIT can now
quickly and easily input the information and update the existing data base to keep current
with vendors and suppliers. It can also be quickly seen when a travel agency is not
sending the appropriate information.
The first information was positive. The American Express report in Appendix C
showed a drop in the number of travel agencies being used by RIT, from 21 unauthorized
agencies in July of 1992 to 11 in September. This is encouraging for data collections.
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All travel done through unauthorized agencies is information lost to the RIT travel
committee. The travel committee hopes that the number of other agencies used will
become 0. This number can be misleading when considered by itself. The American
Express report reflects information only when the traveler used the corporate American
Express card. All information from travelers who use another method of payment is still
lost. However, this decrease is a good sign for future data collections.
Assigning a dollar amount spent at each of the designated agencies allows RIT to
informally make assumptions about the quality of service each agency is providing.
Without conducting elaborate surveys the most popular travel agencies become clear.
This information also provides RIT with a lever in negotiating with the travel agencies.
By providing clear information on just how important RIT's business is to the agency
RIT can justify demanding changes. A good example of this is the new management
reports requiring more detailed information from the four designated agencies.
Generating this information requires that some of the agencies purchase new software for
their accounting systems. This can reflect considerable additional expense for the
agencies, but RIT is now in a position to demand the changes.
RIT wants all of it's travelers to receive exceptional service and to accomplish this
end travel agencies that are not receiving a proportional share of the business are
encouraged to become more active in seeking new business on the campus. At the
moment no one is actively seeking the student travel on campus a situation that RIT
would like to see changed.
During the six months studied RIT spent a total of $297,534 in domestic airfare
through the designated agencies. Over 55% of this figure was on unidentified airlines.
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This will serious deter any attempt RIT makes to negotiate rates with the airlines.
Identifying the airline is one of the most important format changes that the travel
committee insisted the travel agencies make.
The committee can also identify the volume of business going through the
agencies. The RIT account can now send out new RFP to travel agencies. This allows
other area agencies to offer competing services to the university, to the benefit of all.
The university also now knows what it's average ticket cost is and will be able to
compare it to the cost of other companies in the area and also the national average. This
average ticket cost can also be used to very judicious compare the travel agencies on
performance.
What also has become apparent is the major cities that RIT travelers use. It is one
thing to know in your head thatWashington and New York are probably the major cities
RIT flies into. And it is something very different when you can say exactly what is spent
on each airline getting there, even to extent of knowing which flights are the most
popular. When this information is on the table as you negotiate with the airlines, specific





RIT is making a good start in controlling travel costs. This report is the first step
in gathering proven data which will allow RIT to make comparisons in the future to
justify whatever changes need to be implemented. The needs for specific information
has been identified and progress has been made to correct the situation. A data base has
been established to allow for future reports to be entered and compiled quickly and
easily.
If RIT continues to gather the data and enter it into the data base there will be a
sufficient supply of information to recommend changes and start negotiations directly
with vendors in the form of discounted cars, hotels and airline rates. It will be a difficult
process at first to insist that everyone follow the new regulation and procedures. And
RIT must continue to insist or the travel agencies and the travelers will fall back into the
familiar established way of handling travel.
The policy can be changed to reflect cost savings and individual departments will
begin to see a savings. As department heads recognize the potential savings they will
encourage travelers to follow the policy more closely. By following the policy more
closely RIT can begin to move much of its markets to specific vendors. This will in turn
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? NUMBER OF TRAVEL AGENCIES HAS BEEN
REDUCED TO 28% OF ALL AIR
TRANSACTIONS.
PERCENTAGE OF TRANSACTIONS ON
AMERICAN EXPRESS HAS INCREASED FROM
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COMPLIANCE AIR
RECOMMENDATIONS
? SET A TARGET OF 75% COMPLIANCE BY RIT
TRAVELERS WITH THE APPROVED TRAVEL
AGENCIES.
? SET A TARGET OF 75% COMPLIANCE BY RIT
TRAVELERS USING THEAMERICAN EXPRESS
CORPORATE CARDS (BTA ACCOUNT) WITH
THE APPROVED TRAVEL AGENTS.
AIR COSTS
STEWART & BENSON TRAVEL IS THE
LOWEST PRODUCER. THEY SHOULD BE
ENCOURAGED TO ACTIVELY PURSUE
ADDITIONAL BUSINESS WITH RIT
TRAVELERS.
ALL AROUND TRAVEL AND DiMARIA TRAVEL
RUN VERY CLOSE IN THE NUMBER OF
TICKETS ISSUED AND TOTAL DOLLAR
VOLUME.
? IN 5 OF 6 MONTHS REPORTED, DiMARIA's
AIR TRAVEL COSTS HAVE BEEN HIGHER
THAN ALL AROUND TRAVEL'S.
AIRCOSTS
No. Average
Tvl Agcy Coach Fare Fare Paid % off Tkts Tkt Cost
July AIIAround $42,623.00 $23,820.80 44% 51 $467.07
DiMaria $ 9,422.50 29 $324.91
S&B Tvl $ 9,975.00 $ 7,335.00 26% 19 $386.05
TTL/Avg $ $40,578.30 99 $409.88
Aug AIIAround $50,408.00 $18,435.25 63% 88 209.49
DiMaria $19,568.50 67 $292.07
S&B Tvl $14,251.00 $ 5,851.00 59% 22 $265.95
TTL/Avg $43,854.75 177 $247.77
Sept AIIAround $59,368.00 $25,149.73 58% 96 $261.98
DiMaria $24,749.64 93 $266.13
S&B Tvl $ 7,543.00 $ 5,505.00 27% 12 $458.75
TTL/Avg $55,404.37 201 $275.64
Oct AIIAround $82,138.00 $36,281.67 56% 109 $332.86
DiMaria $29,461.50 82 $359.29
S&B Tvl $14,054.00 $8,995.00 36% 24 $374.79
TTL/Avg $74,738.17 215 $347.62
r>
AIRCOSTS (Continued)
Tvl Agcy Coach Fare Fare Paid
No. Average
% off Tkts Tkt Cost
Nov AIIAround $47,185.00 $ 19,430.50 59% 56 $346.97
DiMaria $ 23,086.00 62 $372.35
S&B Tvl $15,352.00 $ 10,963.00 28% 23 $476.65
TTL/Avg $ 53.379.50 141 $378.58
Dec AIIAround $38,525.00 $ 14,032.00 64% 39 $359.79
DiMaria $ 21,559.00 46 $468.67
S&B Tvl $15,352.00 $ 11,230.00 7% 19 $591.05






DiMARIA TRAVEL NEEDS TO BE
ENCOURAGED TO PROVIDE SAME
INFORMATION AS ALL AROUND TRAVEL
AND STEWART & BENSON TRAVEL.
? CONTINUED MONITORING OF AVERAGE
TICKET COSTS AND BENCHMARK WITH
AMERICAN EXPRESS (CORPORATE TRAVEL
MAGAZINE).
TOP 10 CITIES
? UNITED AIR LINES AND USAir ARE THE
MAJOR CARRIERS. HOWEVER, OVER 55%
OF THE AIR TRAVEL BY RIT WAS NOT
IDENTIFIED ON THE TRAVEL
AGENTS'
MANAGEMENT REPORTS.
? THE TOP TWO CITIES: WASHINGTON (32%)
AND NEW YORK CITY (27%) ACCOUNT FOR
59% OF TRIPS TAKEN. THIS REPRESENTS
32% OF THE TOTAL AIR TRAVEL COSTS
REPORTED.
? 58% OF TOTAL AIR TRAVEL DOLLARS ARE

















































































































































































































































































































































































































































































































































































































































































































THIS IDENTIFIES AREA OF POTENTIAL
NEGOTIATIONS. IT IS ESSENTIAL THAT THE
MANAGEMENT REPORTS FROM THE
APPROVED AGENCIES IDENTIFY THE AIR
CARRIER.
THIS INFORMATION NEEDS TO BE
CORRELATED WITH THE LODGING AND CAR
RENTAL DATA.
TOP FIVE HOTELS (AMERICAN EXPRESS)
? LACK OF ADEQUATE MANAGEMENT
INFORMATION FROM ALL TRAVEL
AGENCIES.
? ALL INFORMATION TAKEN FROM AMERICAN
EXPRESS SUMMARY (JULY-SEPTEMBER).
THIS REPRESENTED MORE THAN THREE
TIMES THE INFORMATION OBTAINED FROM
THE TRAVEL AGENCY REPORTS (JULY-
DECEMBER).
THIS DATA WILL NEED TO BE CAPTURED SO
THATVENDOR NEGOTIATIONS MAY OCCUR.
TOP 5 LODGING COMPANIES AMEXJul-Sep(1992)
Property
TOTAL
Spent Charges Per Stay
Marroitt $ 17,215.00 56 $ 314.00
Hyatt $ 7,511.00 29 $ 260.00
Holiday Inn $ 5,801.00 43 $ 135.00
Hilton $ 5,094.00 21 $ 246.00
Sheraton $ 3,245.00 17 $ 191.00
TOTALS TOP FIVE $ 38,866.00 166 $ 229.20
Percent of Total 48% 36%
ALL CITIES
Domestic $ 68.955.00 393 $ 175.45
International $ 11,777.00 63 $ 186.93






































TOP FIVE HOTELS (AMERICAN EXPRESS)
RECOMMENDATIONS
THERE IS A NEED TO COLLECT LODGING
DATA BY CITY.
CAR RENTALS
ALL OF THE DATA TAKEN FROM ALL
AROUND TRAVEL AND STEWART & BENSON
TRAVEL.
DiMARIA's CAR RENTAL DATA NOTICEABLY
ABSENT.
ALL AROUND TRAVEL DATA PRESUMABLY
































NEED TO COMPILE AMERICAN EXPRESS
DATA FOR COMPARISONS.
NEED TO HAVE APPROVED AGENCIES BE
MORE CAREFUL AND PROOFREAD THE DATA
REPORTS.
? NEED TO ENCOURAGE DiMARIA TRAVEL TO
COMPLY WITH RIT DATA COLLECTION
EFFORTS AND HAVE AUTO RENTAL DATA
SUBMITTED.
OVERALL RECOMMENDATIONS
1. CALL A MEETING WITH ALL FOUR TRAVEL
AGENCY REPRESENTATIVES TO DISCUSS
CURRENT REPORT. ALSO INCLUDE AMERICAN
EXPRESS REPRESENTATIVE AND AMERICAN
AIRLINE SABRE SPECIALIST.
GATHER MORE INFORMATION/DATA FROM
APPROVED TRAVEL AGENCY AIR REPORT:
? IDENTIFY ALL AIR CARRIERS USED
? IDENTIFY CLASS OF SERVICE USED
? CALCULATE MILES FLOWN BY ITINERARY
GATHER MORE INFORMATION/DATA FROM THE
APPROVED TRAVEL AGENCIES (LODGING):
? TOTAL HOTEL COST BY CITY BY HOTEL
? NUMBER OF ROOM NIGHTS
? LENGTH OF STAY
-1*} \. ~
4. GATHER MORE INFORMATION/DATA FROM THE
APPROVED TRAVEL AGENCIES (CAR RENTAL):
? TOTAL CAR RENTAL COSTS BY COMPANY BY CITY
? TOTAL RENTAL DAYS (ALL)
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Format for RITManagement Reports
FORMAT FOR RIT MANAGEMENT REPORTS
PRESENTED AT GENERAL TRAVEL MEETING ON APRIL 23, 1993
INFORMATION THAT MUST BE INCLUDED IN AIRFARE REPORT





6) MILEAGE OF TRIP
7) COACH OR COMPARISON FARE
8) ACTUAL FARE INCLUDING FARE BASES
9) DIFFERENCE
10) REASON FOR DIFFERENCE
11) PERCENTAGE SAVINGS
SUMMARY FOR THIS SECTION
1) TOTAL DOLLARS SPENT ON EACH CARRIER FOR THE MONTH & YEAR TO DATE
2) TOTAL DOLLARS SPENT FOR THE MONTH & YEAR TO DATE
3) TOTAL COACH FARE
4) DIFFERENCE
5) PERCENTAGE SAVINGS FOR THE MONTH & YEAR TO DATE AVERAGE
6) NUMBER OF TRIPS TAKEN
7) AVERAGE COST PER TRIP FOR THE MONTH & YEAR TO DATE
8) AVERAGE COST PER MILE FOR THE MONTH & YEAR TO DATE





5) TYPE OF ROOM
6) NUMBER OF NIGHTS
7) RATE




3) TOTAL ROOM NIGHTS
4) NUMBER OF TRIPS
5) TOTAL DOLLARS SPENT AT THAT PROPERTY FOR THE MONTH
6) TOTAL ROOM NIGHTS FOR THE ENTIRE MONTH
7) TOTAL TRIPS FOR THE MONTH
8) TOTAL DOLLARS SPENT FOR THE MONTH
9) AVERAGE COST PER ROOM NIGHT
10) AVERAGE STAY PER TRIP
11) COMPARED WITH THE AVERAGE COST AND LENGTH OF STAY FOR THE YEAR





5) TYPE OF CAR
6) NUMBER OF DAYS RENTAL
7) RATE
8) TOTAL DOLLARS SPENT FOR THE MONTH
SUMMARY
1) TOTAL SPENT PER RENTAL COMPANY
2) TOTAL CAR DAYS FOR THE MONTH
3) NUMBER OF TRIPS FOR THE MONTH
4) AVERAGE COST PER DAY FOR THE MONTH & YEAR TO DATE
Appendix C
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